
Completing the Semi-Annual 
Rep0rt

Kentucky Agency for 
Substance Abuse Policy



Dates to Remember

The DEADLINE to Submit the First Semi-Annual Report for State 
Fiscal Year 2009 Funding is:

APRIL 21, 2009

The Reporting Period for the 1st Semi-Annual Report  is:

JULY 1, 2008 to DECEMBER 31, 2008



What To Do
Before Completing the Semi-Annual 

Report

Grant Adjustment Notice Request – if ANY changes have occurred since the 
SFY2009 Award completion of the GAN is required prior to beginning the semi-
annual report.   Examples of changes requiring completion of the GAN include, 
budget modifications, officer changes, board member changes, 
workplan/timeline changes, etc.
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1. Three months into the grant the board secures an additional $500 funding 
to help pay for curriculum for the local school system.  Originally the board 
had budgeted $1,000 for this purchase.  With the additional funding the 
board can request a GAN to move the $500 to another area.  Once the board 
has decided to move the funds it needs to immediately submit the GAN for 
state approval for the movement.

2. Midway through the grant cycle the chairperson resigns and a new
chairperson is appointed.  The board should immediately submit the GAN 
so that the application can be modified and the state’s records can be kept 
up-to-date!



If your RFP requested funding for “various mini-grants” or “mini-grants to-be-
determined” and those mini-grants have been awarded YOU MUST complete 
the grant adjustment notice request and then add those mini-grants to the 
application pages.

IMPORTANT

What To Do
Before Completing the Semi-Annual 

Report



STEP I
Login – www.kyjusticegms.com

Login here



STEP II
Open Application

Your name here

Your name here 

Title

Address

Phone

E-mail

Username

ASAP-Local County-00025

Your Board’s Name

Message

Click here



STEP III
Create the Semi-Annual Report

Your Board’s Information

Your Board’s Information

Click here



STEP III
Create the Semi-Annual Report

1. Click here
2. Click here



STEP III
Create the Semi-Annual Report
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STEP III
Create the Semi-Annual Report

Your Board’s Information

Your Board’s Information 1. Click here



STEP IV
Instructions & Attachment Page

Your Board’s Information

READ THIS PAGE

COMPLETELY



STEP IV
Instructions & Attachments (cont.)

3. ATTACH A COPY OF MEETING MINUTES & 
ATTENDANCE LOGS FOR ALL MEETINGS HELD 

FROM JULY 1, 2008 to DECEMBER 31, 2008

4. ATTACH OTHER SUPPORTING 
DOCUMENTATION HERE (if any)

5. YOU MUST 
CLICK THE SAVE 
BUTTON

Click here
AFTER SAVING – SCROLL BACK 
TO THE TOP OF THIS PAGE

2. ATTACH KIP 
LETTER
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1. Schools Participate 
in KIP?Click Yes or No



STEP V
Financial Report

Point Here
1.

AFTER SCROLLING TO THE 
TOP OF THE INSTRUCTIONS 
PAGE – POINT THE MOUSE AT 
THE SEMI-ANNUAL REPORTS 
– ASAP MENU TAB AND THE 
FORMS  DROPDOWN MENU 
WILL APPEAR

2. Click here



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

A Summary of SFY2009 Approved Expenditures is Provided for Your 
Convenience



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
PERSONNEL
FROM JULY 1, 
2008 THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
SUPPLIES FROM 
JULY 1, 2008
THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
TRAVEL/TRAININ
G FROM JULY 1, 
2008 THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
EQUIPMENT
FROM JULY 1, 
2008 THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
OTHER FROM 
JULY 1, 2008
THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
MINI-GRANTS
FROM JULY 1, 
2008 THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
EVALUATION
FROM JULY 1, 
2008 THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
DIRECT 
PROGRAM FROM 
JULY 1, 2008
THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH SAVE 
TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP V
Financial Report (cont.)

EACH CATEGORY BOX (Personnel, Supplies, Travel/Training, Equipment, Other, 

Mini-Grants, Evaluation, Direct Program, Rent) MUST BE COMPLETED IF 
EXPENDITURES HAVE BEEN MADE IN THOSE CATEGORIES 
UTILIZING SFY2009 FUNDING DURING THE TIME PERIOD JULY 1, 
2008 THROUGH DECEMBER 31, 2008!

1. ENTER TOTAL 
AMOUNT 
EXPENDED FOR 
RENT FROM JULY 
1, 2008 THROUGH
DECEMBER 31, 
2008

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!



STEP VI
Mini-Grant Programs

Point Here
1.

AFTER SCROLLING TO THE 
TOP OF THE FINANCIAL 
REPORT PAGE – POINT THE 
MOUSE AT THE SEMI-ANNUAL 
REPORTS – ASAP MENU TAB 
AND THE FORMS  DROPDOWN 
MENU WILL APPEAR

2. Click here



STEP VI
Mini-Grant Programs (cont.)



STEP VI
Mini-Grant Programs (cont.)

A Summary of SFY2009 Approved 
Mini-Grant Budget is Provided for 

Your Convenience



STEP VI
Mini-Grant Programs (cont.)

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!

If Additional 
Lines are needed 

please scroll to the 
bottom of page 
and click on the 
“Add” button!



STEP VI
Mini-Grant Programs (cont.)

2. Scroll to Bottom of Page and click SAVE –
EACH SAVE TAKES ABOUT 20 SECONDS – BE 
PATIENT!

1. Attach any supporting 
documents, (i.e. copies of program 
evaluations, surveys, post activity 
reports, receipts, etc.)



STEP VII
Additional Funding/In-Kind Resources

Point Here
1.

AFTER SCROLLING TO THE 
TOP OF THE MINI-GRANT 
PAGE – POINT THE MOUSE AT 
THE SEMI-ANNUAL REPORTS 
– ASAP MENU TAB AND THE 
FORMS  DROPDOWN MENU 
WILL APPEAR

2. Click here



STEP VII
Additional Funding/In-Kind Resources

(cont.)

2. Scroll to Bottom of Page and click SAVE – EACH 
SAVE TAKES ABOUT 20 SECONDS – BE PATIENT!

CARRY-OVER!!

YOU MUST SUPPLY THE TOTAL OF ALL 
CARRY-OVER FUNDS – i.e. ANY FUNDING 
YOU HAVE RECEIVED FROM ODCP/KY-
ASAP FOR START-UP FUNDING, AND 
ANNUAL ALLOCATIONS DURING 
PREVIOUS FISCAL YEARS.

Also, list any additional funding you receive 
– i.e. drug free communities, in-kind 
donations, etc.



STEP VIII
Performance Report/Work Plan Timeline

Point Here
1.

AFTER SCROLLING TO THE 
TOP OF THE ADDITIONAL 
FUNDING PAGE – POINT THE 
MOUSE AT THE SEMI-ANNUAL 
REPORTS – ASAP MENU TAB 
AND THE FORMS  DROPDOWN 
MENU WILL APPEAR 2. Click here



STEP VIII
Performance Report/Work Plan Timeline

A SUMMARY OF YOUR PROPOSAL NARRATIVE WILL 
AUTOMATICALLY PULL INTO THIS PAGE – PLEASE REFER TO 
YOUR ORIGINAL PROPOSAL NARRATIVE WHEN COMPLETING 
THIS SECTION



STEP VIII
Performance Report/Work Plan Timeline

(cont.)

USING THE ORIGINAL PROPOSAL NARRATIVE, PLEASE PROVIDE 
INFORMATION DESCRIBING THE ACCOMPLISHMENTS MADE 
TOWARD FULFULLING THOSE THINGS DISCUSSED IN THE 
ORIGINAL NARRATIVE. 

Scroll to Bottom of Page and 
click SAVE – EACH SAVE 
TAKES ABOUT 20 SECONDS
– BE PATIENT!



STEP VIII
Performance Report/Work Plan Timeline

(cont.)

A SUMMARY OF YOUR WORKPLAN/TIMELINE WILL 
AUTOMATICALLY PULL INTO THIS PAGE – PLEASE REFER TO 
YOUR ORIGINAL WHEN COMPLETING THIS SECTION

USING THE ORIGINAL 
WORKPLAN/TIMELINE, 
PLEASE PROVIDE 
INFORMATION DESCRIBING 
WHAT HAS BEEN DONE 
DURING THE REPORTING 
PERIOD – AND PLAN TO 
COMPLETE REMAINING ITEMS 
PRIOR TO JUNE 30, 2009
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Scroll to Bottom of Page and 
click SAVE – EACH SAVE 
TAKES ABOUT 20 SECONDS
– BE PATIENT!



STEP IX
Submitting the Semi-Annual Report

AFTER SCROLLING TO THE TOP OF THE 
PERFORMANCE/WORKPLAN TIMELINE PAGE –CLICK ON THE 
SEMI-ANNUAL REPORTS – ASAP MENU TAB TO RETURN TO THE 
FIRST PAGE
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STEP IX
Submitting the Semi-Annual Report

CLICK ON THE 
CHANGE STATUS 

BUTTON

Your Board’s Information



STEP IX
Submitting the Semi-Annual Report

CLICK ON THE “I 
AGREE” BUTTON

Semi-Annual Report

Completed!



Kentucky Agency for 
Substance Abuse Policy

Contact State Coordinator Amy Andrews

502-564-8293 or amy.andrews@ky.gov


